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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Yes
	Management Related: 1
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Dave Duval
	SUPERVISOR'S CLASS: CEA, Division Chief
	personnel analyst: JP
	personnel date: 12/24/13
	PERCENT OF TIME: 











45%








35%
	activity: POSITION SUMMARY
Under general direction of the Chief, Division of Operations and Maintenance, the Chief of the Administrative Services Office has full supervisory responsibility to provide administrative services to staff and line management in areas of safety, training, disciplinary actions, labor relations, and personnel management.  The scope of responsibility covers both O&M Headquarters and the five Field Divisions, with approximately 950 employees geographically located throughout the State.  

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment.  The following are regularly assigned duties of the Chief, Administrative Services Office:

Plan, organize, direct, and supervise the administrative functions of the Division; serve as the resource specialist to conduct the most complex, critical, and independent projects in all Division  administrative staff services; supervise the preparation of special studies of program and organizational needs for employees in entry- through lead-level technical classifications; and provide direct support to Field Division line staff administrative officers and Headquarters staff.  Services provided are in areas of safety, training, disciplinary actions, labor relations, personnel management, contracts, purchasing, space management, and communications.  These duties may require travel by automobile or air to attend meetings at O&M Field Division offices.

Administrative staff specialist to the Division Chief and Assistant to the Division Chief. Recommend and assist management in the development and promulgation of administrative, personnel, and human resources policies and procedures.  Review and evaluate classification proposals, examina- tion needs, staffing, reorganizations, and contracts and procurements to ensure consistency with the Division's goals and objectives; act as Division's Equal Employment Opportunity Counselor; investigate informal and formal discrimination complaints; personally identify, act, advise, and respond to the more complex, confidential, and sensitive administrative matters; including sexual harassment, reasonable accommodation, discrimination and disciplinary actions.
	classification: Staff Services Manager ll (Managerial)
	appointee: Vacant
	dwr position number: 2010-4969-690
	sap personnel no: 
	sap position number: 50001568
	division: O&M/Administrative Services Office
	mcr: 1
	percent 2: 20%
	activity2: Provide supervision and guidance in analytical research in delegated areas; review staff alternatives for resolution, select and present recommended solutions to the Division Chief, and implement accepted recommendations.  Supervise the Division's Peer Review program regarding administrative business processes, including completing reports, recommending changes in peer review procedures, acting in the absence of the Division Chief in administrative matters, and performing other duties as required.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
Must possess a valid California Class C driver's license as travel throughout the State will be required.  Must be available to work outside normal business hours, including overnight travel.

This position has frequent access to areas designated as containing critical cyber assets in accordance with North American Electric Reliability Corporation (NERC) reliability standards and therefore a satisfactory background check is required prior to appointment and at least every seven years thereafter.

KNOWLEDGE, SKILLS, AND ABILITIES
Good verbal and written communication skills, good supervisory and leadership skills, ability to manage administrative work to achieve organizational goals and objectives, ability to manage and resolve conflicts and urgent situations, and ability to act independently and maintain a high level of professional and technical expertise. Must work well with varied personalities, deal effectively with the public, and demonstrate adaptability to work priority changes based on operational need.  
	supervisor name: Dave Duval
	employee name: Vacant


